SOP Template: Initial Incident Detection and
Immediate Reporting Procedures

This SOP details initial incident detection and immediate reporting procedures, including identifying potential
safety hazards, recognizing incidents promptly, assessing the severity of the situation, and ensuring rapid
communication to appropriate personnel. The aim is to minimize risk, ensure swift response, and maintain workplace
safety by establishing clear guidelines for early detection and timely incident reporting.

1. Purpose

To establish a standardized approach for quickly detecting and reporting workplace incidents, ensuring timely
response and reduction of risk.

2. Scope

This procedure applies to all employees, contractors, and visitors within the organization's premises.

3. Definitions

¢ Incident: Any unplanned event that results in or could have resulted in injury, illness, damage, or loss.
¢ Hazard: Any source or situation with potential to cause harm in terms of injury, illness, or damage.

4. Responsibilities

¢ All Personnel: Responsible for detecting and promptly reporting any observed incidents or hazards.
¢ Supervisors/Managers: Ensure all incidents are reported, documented, and appropriate actions are initiated.
o Safety Officer: Coordinates response, documentation, and investigation of reported incidents.

5. Procedure

1. Incident Detection
o Always remain alert to the surroundings and potential hazards.
o Recognize indicators of incidents such as alarms, equipment failure, unsafe conditions, injuries, or near
misses.
2. Immediate Assessment
o Quickly assess the situation for safety risks to oneself and others.
o Determine ifimmediate emergency response (e.g., evacuation, first aid) is needed.
3. Immediate Reporting
o Report the incident or hazard without delay to your supervisor or designated personnel using established
communication channels (e.g., phone, radio, alarm system, or incident reporting form).
o Provide essential details: location, type and description of incident, involved persons, and any immediate
risks.
o If safe, remain at the scene to provide further assistance or information to responders.
4. Notification & Documentation
o Supervisors ensure relevant stakeholders and emergency services (if needed) are informed immediately.
o Document the incident as per company policy, using the incident report form.

6. Communication Channels
Direct verbal report to supervisor/manager
Telephone hotline: finsert number]

Email: [insert dedicated email]
Digital incident reporting system: [system or link]

7. Training

All employees must complete training on incident detection and reporting procedures annually.



8. Review

This SOP shall be reviewed annually or following any major incident, change in work process, or regulatory update.

Note: Failure to detect and report incidents promptly may result in increased risk to personnel and property, and
may lead to disciplinary action.
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